Louisiana Secretary of State
Louisiana State Archives
Records Management Training Registration Form (Updated 7/2020)

Records Management Training Classes are conducted throughout the year, free of charge, in the Louisiana State Archives Auditorium, located at
3851 Essen Lane in Baton Rouge. PLEASE NOTE: A maximum of ONLY 50 attendees is allowed due to current Covid-19 restrictions.*

Please complete and return this registration form three (3) days prior to the desired course date in order to reserve a seat. The completed form may
be sent to the Louisiana State Archives, Atth: Records Management via fax to 225.922.1220, email to recmgt@sos.la.gov or mail to: 3851 Essen
Lane, Baton Rouge, LA 70809. For questions please call 225.925.7695. Confirmation will be sent upon receipt of this registration form, and registrants
are asked to arrive at least 10 minutes prior to the start of class. If space is not available, the agency's designated records liaison will be notified.

2020 Course Dates

August 18 8:30 am - 12 noon
September 17 8:30 am — 12 noon
October 15 8:30 am - 12 noon
November 17 8:30 am — 12 noon
December 8 8:30 am - 12 noon

The course content includes an overview of records management requirements for government agencies to aid in the development of a sound Records
Management Program and involves guidance for complying with Louisiana’s public records laws (LA Revised Statutes Title 44). Topics covered will
include retention schedule development and implementation, procedures for proper disposal of records, and guidance on transferring records to the
State Archives Records Center for temporary storage or to the permanent holdings at the Louisiana State Archives, where applicable.

Agency/Organization Name Records Liaison Phone Number Email Address

Date of Class Attendee Name Email

* A change in Covid-19 restrictions could result in cancellation of classes. Notification will be sent should this occur.



